
Log on to Halogen. Your 
Home page shows you 
have a task to do. 

Click on the task.  

 

 

 

Then click on Edit Form to 
open the performance 
appraisal. 

 

 

 

 

Read the Instructions . 

Fill in the evaluation date 
and the evaluation 
period. 

 

 

Read the Overview  

 

Read about Evaluating 
Work Expectations. 

 



 

 

 

 

Major Job duties, 
outcomes and standards 
entered during 
expectation-setting will 
pre-populate into the 
form.  

There should be 3 – 5 
expectations. 

You can edit goals if 
necessary. Discuss this 
with your employee. 

Rate each Work 
Expectation (Meets, Does 
Not Meet or Not 
Applicable) 

Enter accomplishments 
that help explain the 
rating. 

 

 

Read the definitions that 
apply to the Job Success 
Factors. 

 



     

 

  

Rate each of the 6 Job 
Success Factors.  
 
 
 
 
 
 
 
 
 
 
 
You are required to add a 
comment for each Factor.   
If you need ideas, click on 

. 
 

When you click on , the 
comment will default to 
Meets.  
 
You need to slide the scale 
to see other levels of 
comment. 



 

 

Read the instructions.   

Enter an overall rating 

(Exceptional, Exceeds, 

Meets, Does Not Meet)  

 

 

 

Add Overall Comments 

 

 

STOP HERE 

 

Press  
at the top of the form if 
you need to working on it. 
 

Press  at 
the top of the form if you 
have completed the form 
and have no additional 
edits. 
 
Once you 

 the 
form goes to you 
employee for comments 
and electronic signature. 

 

Print a PDF copy for 

yourself. 

 


